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Edit, tree, xcopy, format , chkdsk, Diskcopy

A _ I8

¢ LB Jaedd ¢ dpabead) Alalhiia ¢ oLy ¢ 9 g aldii o ggla WindOws Sl allis
Jalill gl ¢ Icon A5 581 asgda ¢ Desk Top ciSal) g dpaui 1) ASLAY U g<a
) Jsaall Start (s 5aiu) « Task Bar akgal) day sl il ga g dan) ¢ LAl cilllad aa

.( Shut Down ) dgulald) glilal g alail) ez g AT daaal) algal) 2 ggda ¢ gal sl

— de &MY
Q9 ad) g agbud)

uiSal) gl il gy aa Jualalil) ¢ A ) LgiligSa e i aill g gali s oY 3L a ggda
Jia
( My Computer, My documents (Recycle Bin

foa Jalail) 4588 g Cilal) g cilalaall ¢ al B Cua e My computer <ilisSa e o il
ailad 48 pa g gualll g Galll (e SalELLY) ¢ clilall g cilalaall fod ¢« 4 jall ) BY) dings
O Lol il g cililal) Cida 45838 g clagal) A pa Julail) ¢ cililal) g cilalaall g ) 2Y)

ilad) 138 8 cdlagal) A o g3 La DA

Display 45s&l 5 Mouse 4558 Ji Control panel 5 bl 4a ol gal s (1 3L
¢ Lgl ol g 31 i) il B yedia puudt g ASLAN Bdla B aSadl) g caiSal) pha Adld s 48084
) dida g ddLa) 8 Add, Remove program 4 sy

'. :.u‘ ..SJ :¢‘ ‘d w\ ol 9 5. #. < \ .‘w F Run Jlﬂi‘}isdmﬂy‘
Sl aldas 5 5L sy e g8y el ool *
2480 g Jalailll g MS-DOS

A8 Jads & Window media player Jie dsbadl gal s aladia)

.calculator 4sall A1) Jia Accessories 4dlay) gl sl ¢pa 3L

) el ) YA (ra p g ) Bl i g s g £ LSS (8 paint el gl g aea Jraladl)
L d g

Lglada g agaill A5US 4 Wordpad s Note  pad <idiadial) 313U aa Jalail)
Lol gt b haly st g Lgticlh g Lgela il

Adlia) Ldlad 3 Help sasbuadl o J panll 48 o G il

Jalail) 5 Lgtiallan 5 gl 531 ¢ la¥) i8S computer Viruses chslaldl (g plé a ggia
SN Jeudill alas Ay (e 58 giall g ANti Viruses sabdaall gal sl JNA (e Lgaa

Gy dadl g aldl)
Ol —
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Ministry of Higher Education and
Scientific Research

\;dad'l L:glljjul HJ:."\E'lEJle

Middle Technical University (w1 Ayl A sl
Computer Affaires Department sl () 955 a8
Class: First Class S TETY]

Subject Name: Computer Applications for
Health Science; Management Science; Art
Science; Electronic Science . _etc.

poiall ¢ dpuall ol dudall Clapls dalall sl
gl A g T o ghall 1l o slal edy 1

Subject Objectives: Understanding new
operating system their important and tasks;
computer components and peripherals; office
applications and internet connections and
living online

pleall s disanl s Sl Al o i jeill olall cilaal
galodl ¢ adEaley Capdall Cdifa o lpap
Alall i il g i VL T y Al Al

Subject Detfails: The program depends
principally on Internet and Computing Core
Certification (IC3 G54 Version ) for Certiport

Company which supported by Microsoft | -

Software (Windows and Office) , which
comprise three parts: Ong._(Computing

understand then mean and the task of
operating system especially the new version 7,
8 and 10, moving over desktop , using mouse,
files and folders managements and customized
computer and deskiops; computer fypes and

which includes Office applications 2013 or
2010 versions such as Microsoft Word; Excel
and PowerPoint | their details and how to use
types , connect computer to the infernet | Email
using Microsoft Outlook, different types of
information  searching  techmique and
Flectronic Shopping.

G‘L']_Hwh o (JEs aodall LA gl ol
Al oo g Capudall o gl ol sl
O e (3l 5 i e 38 0l JC3 G54 il
S gry e Jia Cima il dxiead) Silgall 5
(e gl i) J 1 7 ol AT pac Al
iy ooy dipall Cpudall Jed Lakil 48 me sy
o Lelac 5 Joll Gkl Foaal « 105 8 5 7 il
Adall Ji A58 « 5l 5 il prhas pa Jalall
¢ tgedall panaai . Gilakaally Cdalall o Jala
e Jaball gy 3peciall (Rt ) Cianldlly i
52013 A5l O g g Kol A 5 Sl izl
Word saspaill glas madi p el |, 2010
Bpayaill g ell s s Fxeel Gl i pg
Ay (0000 aa (Eel) Sl « PowerPoint
o 0 YL gl by A6E TSl e La Tl
Outlook geabi  alasidy 5 58T 2 0 aa JalaTl
pigaill 0 Ll dagleall e ool iglag

< B

Book Name: IC3 G54 which stand for Internet

3 oA Gl L 3 geciiall y IC3 GS4 JED

and Computing Core Certification Global ol callal) el A1 s gl
| Standard 4
References: Books and Tutorials Provided | Jeedad sy e i 501 e 6 le - ool
online
5. s gl
Th | Lab | W_ | Semu | Fimal | Total | & | e | o | Ol | e [ oo
20 20 10 50 50 100 | 100 50 50 10 20 20
DETAILS

Part 1 : Computing Fundamentals
1 Operating systems OS’s: (What is an OS’s and what it
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can do ,types of OS’s, their features importance); Windows
0OS’s (95, 97, 2000, Me, Xp, Vista, 7, 8, 8.1 and 10) and their
characteristics; Explain the differences between Os’s and
software application; Computer power On / Off; Using
Mouse and their buttons

Display OS’s basics, on /

shutdown computer, log

off, log on, restart, sleep,

using mouse (pointing,

selecting, dragging and

execution)

2 Looking at the Desktop ; Navigation around desktop; Using
Start Button; Working with Application; Using Taskbar;
Understanding Software and Hardware (their differences ,
importance and relationships ); Explain how hardware can
influence the OS and software and Vice Versa; Software
updates, security and bugs; Software Ethics

Using desktop, moving

around the desktop and

using the main

application Icons, using

start button; application

programs (install, open,

close and uninstall)

3 Files & Folders: Looking at typical Window; Moving
and Sizing Window; Using scroll Bars; Understanding and
Using My Computer and Recycle Bin; Concepts of Drives,
Folders and Files ( differences and importance); Directory
and Folder hierarchy and structure; Understanding File
Name and common Extensions

Looking at window

details ( Title bar, Tools

bar, Address Bar, Status

bar and Windows’s

content);Expand and

collapse and close

Window; Moving and

resizing window;

4 Folder And Files Managements (Create, Copy, Cut, Delete,
Rename, Find and Move); Common Keyboard Shortcuts;
Undelete folder and files using Recycle Bin; Display the
differences between Uninstall and Undelete or Delete.
Working with drive ,

folders and files using the

listed operation ; using

common shortcuts ( Ctrl +

15



C; +V; + A; +S...etc.);

Restore folders or files

5 Computer Hardware; Identifying Computers (Main
Frame; Super Computers; Mini computers; Desktop;
Notebooks; Laptop; Tablet PCs; Servers; Hand-held or
Mobile computers; Music or Media players and Electronic
Book readers),

Identify the hardware and

explain the different types

of computer using

illustrations or what

provided by internet

6 Looking Inside a Computer ( Microprocessor , System
memory , Storage systems); Recognizing Input /Output
Devices (using Keyboard; Pointing devices; Microphones;
Monitor; Printers; Projector and Speakers); Understanding
How it works together

Explain Microprocessor

Chip , types of memory

(RAM, ROM and SSD

drive), memory units of

measurements, storage

devices, how to use

keyboard; mouse; printers

and other peripherals;

identifying motherboard

and their ports; how to

connect computer

recourses

7 Using Control Panel; Customizing Desktop and
Display; Changing Date and Time; Changing Language;
Accessibility Settings

Identifying the control

panel icon, changing

desktop icon; wallpaper;

display type and size;

setup time and date , using

language options, using

accessibility

8 Understanding Power Options ( Shut down, Sleep,
Hibernate); Working with Power settings; Identifying mode
of operation (Safe Mode and Normal Mode); Understanding
User Accounts and Rights ( Create New User Account;
Changing Controls; Rights and Access)

Power off computer using

different options;
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understanding the Mode
of operations; Create User
Account ; Log Off; Log
On; Changing Accounts.

9 What is a Software (Checking System Requirements &
Hardware Implications); Application Software (Integrated
Suites, Desktop Publishing, Spreadsheets, Database
Management, Presentations, Art, Engineering, Mathematic,
Statistics, Medical, Management, Content Creation,
Multimedia, Entertainment and System protection);
Managing Software ( Install New one, Uninstall, Reinstall
and Updating Software

Understanding the

application software;

Types and their usage ;

How install and Uninstall

programs and display

their differences from

delete; Update or reinstall

the software

10 Disk Management Programs (Disk Clean-up, Check,

Optimize and compression); What is Troubleshooting?;
Managing Hardware/ Software; Keep Copies of data;
Dealing with Viruses, Malware and Trojans; Getting
windows help and support

Delete systematically

unnecessary files,

scandisk, defragment

disk, compress disk;

Understand the most

common troubleshooting

of computer or software;

copy files or disk, using

antiviruses; getting help

for windows; getting

online help

Part 2 : Key Applications (Office 2013 Or

2010)

11 What is Key Applications?; What it can do?; Getting
started (Start & Exit program), Looking at the main screen (
for Word , Excel & PowerPoint), Accessing Commands and
Characteristic Features, Understanding Ribbon; Tabs;
Status Bar; Scroll Bar, Create files from templates, How to
get Help, Manipulating Files and Data Exchange

Starting each program &
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identify the main screen
in details as title bar ,
main ribbon and their
tools, formula bar in
excel , windows content,
status bar ...etc.

12 Microsoft Word: Entering and Editing Text (using
editing keys), Writing in Arabic and English , Changing
Orientation , Using Ruler, Move Around the Document,
Selecting Text (word, line, paragraph, pages & all pages),
Save ; Close ; Open Document, Customizing View, Edit
Text Using (redo, undo, cut, copy $ paste), Formatting text
using font command , Paint Brush and Alignment Types,
Spell Check and Correction

Writing text with some

wrong words and

different formatting types

to perform the task of this

lesson

13-14 Understanding Tab settings, Working with Indents,
Organizing List, Working with Paragraphs, Change Line
Space, Set Paragraph Space, Working with Styles & Using
Quick Styles, Finding and Replacing items, Document
Formatting, Page Background and Watermark, Learn how
write Arabic in English direction and write English word in
Arabic direction

Indent text by hanging

the first line or hanging

the main paragraph body,

line space types, find and

replace text , find and

replace using formatted

text, add background or

watermark, add different

styles for word and pages

15 Page setup ( change paper size, orientation, margins), Insert
Page breaks, Adding page number or titles, Applying
Columns and how to use it, Preview and Print document,
Using Multimedia files ( Insert images, objects) and
manipulating them, Using Tables (create new one, insert
excel table, selecting items in the table) and Formatting
Tables

Insert page number

and/or images, clipart,

excel sheet, create tables

, change column size
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adding row, formatting
tables

16 Microsoft Excel: Understanding Basic Terminology
(Work sheet, Work file, Cell, Cell pointer, Cell Content,
Row & Column reference), Building formula, Mathematical
Operators, Hierarchy of the main mathematical operations;
Managing Workbooks (Create new one ; Create from
Template, Enter data, Moving around, Saving ; Opening ;
Closing Workbooks )

Work with the principles

of workbook and

worksheet and their

contents; working with

mathematical operators;

create worksheet, using

template; show the

different types of data ,

save works, closing

workbook or closing

programs, moving around

the main excel window

17 Manipulating the contents (selecting cells; columns; rows;
worksheet, using undo & redo, copying & moving data,
changing column width & row height ); Auto filling
technique; Deleting & Editing content; Delete & Insert row
or column; Formatting cells (number; font; alignment;
border; color and shading; protection of cells and work
sheet)

Changing content ,

autofill data;

manipulating worksheet

and data, using the

different option of

formatting cell

18-19 Creating simple and complex formula using different types
of writing, Using absolute and relative address,
Understanding common error values; Using common builtin
functions ( Sum, Average, Max, Min, Count, Count A,
Count Blank, If , Round, Sgrt, Today, Day360, Left, Right,
Mid, Trim) ; Copying Formulas; Insert & Deleting
Worksheets; Formatting tables using Auto format

Writing different types of

formulas, copy formula,

understand the difference

between absolute and

relative cell, identify
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error values, use common

built-in functions;

Customizing tables;

managing sheets

20 Working with charts (Create chart, select chart elements,
changing chart types, positioning & resizing charts, chart &
axis titles, changing background and color effects, changing
data series color, adding or removing legend & data labels
& data tables & grid lines); Sorting data Ascending &
Descending , Sorting multiple fields, Filtering data using
Auto and Customize type; Customizing printout using
options, previewing & printing worksheet

Build different types of

chart; customizing their

objects; built database

table , Sort data , filter

data, print database table

or chart; changing print

options

21 Understanding PowerPoint & Presentation; What dose a
presentation Include; Working with presentations (Creating;
Saving; Closing; Opening presentations); Moving around in
the presentation; Managing the Slides( Inserting; Deleting;
Rearranging Slides, Changing Layout, Changing or
modifying themes

Create Presentations,

Create using templet,

insert slide , change slide

layout, save work

22 Managing Slide Objects (Using Select Versus Edit Mode;
Manipulating Text; Create Tables & Charts; Inserting
Pictures or Clip art or Multimedia); Creating a Master Slide;
Animating Objects ( Customizing the animation, Applying
Slide Transitions); Running the Slide Show and set up the
presentation; Previewing and Printing Presentation

Open previous work,

insert image, clipart,

worksheet, sound , video

as you need, put

transition time within

slide and transition time

between slides, run slide

show

Part 3: Living Online
23 The Internet, Browsers and the World Wide Web (The
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Internet, The World Wide Web ,Web Browsers) ;
Understanding Web Site Addresses (Web Site Protocols,
Resource Names )

Exercise of checking

connection of your

computer system to the

Internet, and use a simple

utility (ping request) to

test whether your Internet

connection is functioning

or not; Open web sites of

different domains (.net,

.0rg, .com, .edu)

24 Common Web Site/Page Elements; Browser Features and
Functions (Browser Functions, Browser Features); Getting
Open different web

browsers (Internet

Connected; Defining Network; Advantages of Using
Networks; Understanding Local Area Network (LAN) and
Wide Area Network (WAN); Connected to the internet (
Dial-Up Connection, Direct Connection); Domain and Sub
Domain, Needs for Security & Firewalls

explorer, Firefox, Google

Chrome and others) to

explain their functions

(Addressing, Uploading

and Downloading, and

Searching) and features

(Back, Forward and

Refresh Buttons, Home

Page, Tabs, Favorites/

Bookmarks, Checking

the History, Plugins/

Add-ons); Connect to

the internet ; Identifying

Networks and their types

25 Digital communication: How Can | Communicate with
Others? (Electronic Mail, Instant Messages, Text Messages,
VolP, Video Conferencing, Chat Rooms, Social Networking
Sites, Blogs, Presence, and Standards for Electronic
Communication)

Exercise of creating Email

(Google mail, Yahoo

mail); Social network

account (Facebook and

Tweeter); Blogs; and
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others. Sending text

message using Facebook

messenger, Skype and

other. Perform other

activities in social

networks (Status,

Privacy, and Security)

26 Working with Email (Usernames, Passwords and
Credentials)

Explore E-mail

properties: Security

(Password, Password

Recovery Information,

and Alternative e- mail),

sending e- mail (To, CC,

BCC, and Subject),

Attaching file to email,

Building contacts list and

others

27 Using Microsoft Outlook (Creating New Messages,
Receiving Messages, Working with Attachments, Managing
Spam, Emptying the Junk E-mail Folder, Automating
Outlook)

Sending Email using

Outlook (With exploring

all properties above)

28 Digital Citizenship: Identifying Ethical Issues
(Understanding Intellectual Property, Copyrights and
Try to make strong

password; Try to remove

Licensing); Protecting Your Data or Computer (Identifying
Software Threats, Understanding Viruses), Protecting
Yourself While Online; Buying Online; How Much
Information Should | Share?, Protecting Your Privacy)
files without recoverable

ability (ex: CCleaner

free application)

29 Finding Information: Searching for Information
(Different types of Web Sites, Searching a Specific Web
Site); Using Search Engine Technology ( Understanding
How Search Engines Work)
Try web search for certain
keywords using different
search engine (ex:
Google, Bing); Also
search multimedia files
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(picture, audio or video)

in specialized search

engine (ex: flickr.com,

youtube.com)

30 Narrowing the Search; Evaluating the Information (
Reliability and Relevance; Validity and Authenticity;
Objectivity and Bias )

Find specific and accurate

information using google

(reduce no. of keywords,

use quotation marks, use

OR, search within certain

site, and others)

Note: 1- Access Excluded from the program of First Year and moved to the
second year to support Information and Data Management System

which may need and for crowded program

2- Bold and Large-sized text represents the Main title of the lesson

3- The Underlined text represents the main subjct

4- Books must be provided to support the instructor

5- Book link (https://www.amazon.com/Internet-Computing-
Certification-Windows- Microsoft/dp/BO1AHHOSTY/ref=sr_1_27?s=
books&ie=UTF8&qid=1468531378&sr=1-2&keywords=ic3+gs4)

Product Details

Spiral-bound

ISBN-10: 1553324404

ISBN-13: 978-1553324409

ASIN: BO1AHHOSTY

Product Dimensions: 10.5 x 8 x 0.5 inches
Shipping Weight: 1.1 pounds
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	الهدف العام :- تعريف الطالب بالمصطلحات الانكليزية في مجال مفردات الخطة الدراسية للقسم وتمكينه من فهم المصطلحات المطروحة في المجالات المختلفة.
	الهدف الخاص :- تمكين الطالب من القراءة باللغة الانكليزية لمواضيع تتعلق بتخصصه واتاحة الفرصة للتواصل مع ما تطرحه الكتب والمجلات والبحوث الاجنبية في مجال اختصاصه.
	الهدف العام :- تعريف الطالب باهمية علم الاحصاء وعلاقته بعلم الادارة وتوضيح المجالات التي يستخدم فيها والغرض من استخدامه، كذلك التعرف على الاساليب التطبيقية الضرورية لتشخيص المشاكل وحلها وتطبيقاتها على الحاسبات الالكترونية.
	المصادر:-


	المصادر :-
	الهدف العام:- تعريف الطالب بأهمية ادارة الموارد البشرية وسياستها وأنشطتها المختلفة في المنظمة.
	المصادر:-
	المصادر :-

	1. د. صباح مجيد النجار واخرون ، الاصول العلمية لتخطيط ورقابة    المخزون ، 1990 .
	2.  د. زاهد عبد الحميد السامرائي ، ادارة المشتريات ، 1990 .
	المصادر :-

	قسم تقنيات ادارة الاعمال
	الهدف العام  :- تعريف الطالب بمبادئ محاسبة التكاليف وأهميتها في الرقابة على عناصر الكلفة وصولاً لتحديد تكاليف المنتجات.
	الهدف الخاص :- أكساب الطالب المهارات الاساسية اللازمة لتمكينه من احتساب تكاليف المنتوج عن طريق تحديد وحصر عناصر تكاليف المواد والاجور والمصاريف.


	الهدف العام:- تعريف الطالب بمضمون ومجال الاقتصاد الهندسي واهدافه في الانشطة والفعاليات الاقتصادية المختلفة.
	الهدف الخاص:- تعليم الطالب قواعد العمل الاقتصادي الهندسي في تقييم واقع وهدف النشاط وتحديد عوامله الحساسة وتعيين الوسائل والطرق في اختيار البدائل وتقييمها والمساعدة في اتخاذ القرار.
	المصادر :-

	الهدف العام:-   تمكين الطالب من استيعاب طبيعة واهمية واستخدامات ادارة وضبط الجودة في المنظمات الانتاجية والخدمية، واكسابه المهارات المطلوبة في هذه المجالات.
	1. Krajewsk, Lee J. and Ritzman, Larry P., Operations Management, 5th ed. (New |York, Addison-wesley, 1999)
	2. Evans, James R. Production / Operations Management (New York, West Publishing Co., 1997)

	الهدف العام :- تعريف الطالب بالمعلومات والقواعد الاساسية لفعاليات الصيانة في المنظمات الصناعية وعلاقتها بعمليات التشغيل وتقنيات العمليات.
	المصادر:-
	الهدف العام:- تعريف الطالب بطبيعة المشاريع الاستثمارية ودراسات الجدوى والعوامل المؤثرة في تقييم المشاريع.
	الهدف الخاص:- اكساب الطالب المهارات اللازمة في حساب وتقييم المشروعات الاستثمارية وكيفية احتساب تكاليف وايرادات الاستثمار وما هي الطرق والمعايير المستخدمة في عملية التقييم واختيار البديل الافضل.

